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Edi son Port al Fundament al s
What isEdison?

To put it simply,Edisonis the State of Tennessee's Enterprise Resource Planning (ERP) system.
ERP systems use amtegratedsoftware package to perform administrative business functions,
such as financials and accounting, procurement, payroll, benefits, and personnel administration.

TheEdison Portal Fundamentalgourse was developed for users to become more familiar with
navigating in Edison. It will also demonstrate how to locadéitionalresource information
within the Edison Portal.

This course will not cover Employee S&érvice such as time entry, viewing a paycheck,
updating or mailing address.

Navigating to Edison

Edisoncan be accessed through the Internet, which means you can log into Edison anywhere you
have the Internet.

There are many options to navigate toHuésonlogin screen. You also have the ability to type
in theEdison URL into your wehbrowersaddress bar. THedison URL is: www.edison.tn.gov
Procedure

In this topic, you will learrio navigate to the Edison Portal. You will also learn how to save the
Edison Portal web page as a Favorite and create a Desktop Shortcut.

TN Tennessee

State Government

Residents »  Business *  Government v  Employment v  Services ¥ Directory *  Help  New TN.govl

Driver Services Children and Families

Leamer Permits (Child support v
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Step Action

1. To navigate to Edison, we will begin at the State of Tennessee's website.
Hover your mouse over tli@overnment tab.

Note: When you open your Internet Browser, if you are not taken to this page
(TN.gov), navigate here.

TN Tennessee

State Government
Residents *  Business ¥  Government v  Employment *  Services ¥  Directory * Help New TN.govl =
State State Employees Local Federal
Government
Governor Haslam Edison — UsAgov
County Clerks Locations
First Ladly Haslam Phone Directory Social Security
Governor Department Directory Employee Discount Program TN Smart Shop Grants.gav
Haslam Tennessee Code and Revenue Swipe and Ride Benefits gov

Rules

Public and Private Acts and

Resolutions
Legislative Bill Search

Tennesses Rules and

Regulations

Elected Officials

Step Action

2. Below the State Employees title, click tBdison link.

Edison
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TN Tennessee
— State Government

ﬁEmp\oyee Portal Login
Supplier Portal Home Page

P
Edison Service Desk
1-866-376-0104 or

615-741-HELP(4357)
Hours of Operation:

Tt e Welcome To Edison

Monday through Friday(except holidays)

[ Edison Maintenance Calendar
No articles currently available ‘Sunday Mar 13, 2016 - Saturday Mar 19, 2016 PAR ER<
No events found for the date range. —-
w FAQ FOR HEALTH

i i If you have any question about your ben
Edlson]Basics the Benefits Administration Service
1-800-253-9981 or

What is Edison? 615-741-3590 or visit

What are the Edison Compatibility Standards? 09

How do | log into Edison? Payroll Call Center

Why Passwords Expire Every 90 days? T IS T R

accounts. direct deposit, lost or stolen ch
>

Step Action

3. You have now successfully navigated to the Edison Portal.

You would normally click the "Employee Portal Login" link in the top left of the
screen and enter your Edison User ID and password to log in.

Note: This will be discussed further in the next lessdrmdging into Edison for
the First Time".

4. Instead of taking these steps to access the Edison Portal each time you log in
can set the Edison Portal as a favorite or create a Desktop shortcatgagéi

First, we will create the Desktop shortcut and then save this page to Favorites
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TN Tennessee
— State Government

EEmployee Portal Login Back

Forward

Supplier Portal Home Page Go to copied address Ctrke Shift-L

Save background as.

Set as background

Copy background

Select all
Paste

Edison Service Desk F E-mail with Windows Live

Translate with Bing
1-866-376-0104 or
615-741-HELP(4357)
Hours of Operation:
7:00 am_to 4:30 p.m. CST
Monday through Friday(except holidays) Add to favorites...

View source

All Accelerators

Create shortcut

Inspect element

bt e FOR HEALTE

Refresh If you have any question about your ben
the Benefits Administration Service
1-800-253-9981 or
615-741-3590 or visit:
ards? artnersforhealthtn.qov

Export to Microsoft Excel
Send to OneNote

Properties. Payroll Call Center

If you have questions about your payches ¥
accounts, direct deposit, lost or stolen che
P

Step

Action

In any blank white portion of this page, right click your mouse.
This menu will appear after you right click.

Select theCreate Shortcutitem inthis menu.
Create shortcut
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TN Tennessee
— State Government

ﬁEmp\oyee Portal Login
Supplier Portal Home Page

Intemet Explorer

1,7

Do you want to put a shorteut to this website on your desktop?

Edison Service Desk https: jsso.edson,in.gov/osp/paprd/EMPLOYEE EMPLI/Ptab... [

1-866-376-0104 or
615-741-HELP(4357)
Hours of Operation: Yo e ]
7:00 am_to 4:30 p.m.CST
Monday through Friday(except holidays)

[ Edison Maintenance Calendar
No articles currently available ‘Sunday Mar 13, 2016 - Saturday Mar 19, 2016 PAR ER<
No events found for the date range. —-
© FAQ FOR HEALTH

If you have any question about your ben
the Benefits Administration Service

i 1-800-253-9981 or

pILis/ECEoN 2 615.741-3590 Or Visit

What are the Edison Compatibility Standards? Gov

Edison Basics

How do | log into Edison? Payroll Call Center
Why Passwords Expire Every 90 days?

If you have questions about your payches ¥
accounts, direct deposit, lost or stolen chr
>

Step Action

6. An Internet Explorer message will pojp asking if you would like to add this
website as a shortcut.

Click theYesbutton to confirm you do want to add this shortcut.
[ Yes

7. Now, the Desktop Shortcut has been created, sdetexadd the Edison Portal to
your favorites.
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[B=R == =
ARG

L) ()@ htp://2017ndchuo0028.denorth tennT777/psp/paupdev/EMPLOYEL O ~ & |[ @ Employee-facing registry c. x‘ |
File Edit View Favoites Tools Help

TN Tennessee
— State Government

ﬂEmponee Portal Login
Supplier Portal Home Page

Edison Service Desk

1-866-376-0104 or
615-7T41-HELP(4357)
Hours of Operation:
7:00 am. to 4:30 p.m. CST
Monday through Friday(except holidays)

Welcome To Edison

A Special Notices m Edison Maintenance Calendar

No articles currently available ‘Sunday Mar 13, 2016 - Saturday Mar 19, 2016

No events found for the date range.

@ FAQ

PARTNERS
FOR HEALTE

If you have any question about your ben
the Benefits Administration Service
1-800-253-9981 or
615-741-3590 or visit.
< . narmarsinmazinim nu

Edison Basics

What is Edison?

Step Action

8. Click theFavorites menu.

If you do not see the Menu Toolbar, press'#ie key on your keyboard.

Add to favorites...
Add to Favorites bar

Organize favorites...

. Favorites Bar
Wehsites for United States

Employee Portal Login
Supplier Portal Home Page

"
Edison Service Desk
1-866-376-0104 or
615-741-HELP(4357)

Hours of Operation:

7:00 a.m. to 4:30 p.m. CST
Monday through Friday(except holidays)

A Special Notices

No articles currently available

ht

3

Happy Holidays

m Edison Maintenance Calendar

Sunday Mar 13, 2016 - Saturday Mar 19, 2016
No events found for the date range

@ FAQ

PARTNERS
FOR HEALTE

If you have any question about your ben
the Benefits Administration Service
1-800-253-9981 or
615-741-3590 or visit
RN

Edison Basics

What is Edison?
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Step Action

9. Click the Add to favorites... menu.
Add to favorites...

Step Action

10. In theName field, you can create a name for this Favorite. The current name tf
appears is very long, so you can change it to a shorter name if you would pref

PresgBackspace]
11. Enter the desired information into tNemefield. Enter"Edison".
12. Click the Add button.

or PresqAlt+A] .
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